EagleDocs User’s Guide

EagleDocs, by Softwurks LLC, has been designed to maximize the ease of producing real estate forms and other legal documents, specifically those pertaining to real estate sales.  It has many features that are aimed at minimizing keystrokes, redundancy and errors as well.  These will become apparent as you use the program.

All help in EagleDocs is built-in and interactive.  There is a white bar located just beneath the grid area.  Messages, descriptions and tips will be displayed here as needed to help guide you through the task at hand.  There are also “pop-up” tips which will appear when you float the mouse arrow over certain buttons or boxes.

While EagleDocs is a powerful tool that can take much of the work and drudgery out of your sales transactions, the user should understand the limits of this software.  EagleDocs was not intended to capture 100% of all possible sales scenarios.  You will find that it does, however, cover a good majority of them.  Specifically, EagleDocs will accommodate …

· 1 or 2 individual sellers (one can be via POA)  <OR>  1 entity/fiduciary seller

· 1 or 2 individual buyers

· 0 or 1 or 2 mortgage payoffs (one can be a HELOC)

· Residential or Commercial or Condominium or Land/Multi-Family property

Once you become thoroughly familiar with the program, you may be able to find “work-arounds” for some of the situations that do not fit these criteria.  Also, the program’s custom forms feature enables you to further adapt it to your needs.

This guide is divided into two sections.  In Section 1, you will learn the basics of putting the program to everyday use.  You will find the learning curve to be extremely short as the interface is simple and intuitive by design.

When you feel comfortable with these essentials, you can move on to Section 2 where you will learn about some advanced features you might find useful on occasion.

Upgrades to EagleDocs are done over the Internet.  Make it a point to periodically check this website … www.softwurks.com … and compare your version (noted in the title bar of the EagleDocs window) to the latest one noted on the EagleDocs web page.  If necessary, click the “upgrade” option to update your program.
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SECTION 1:  The Basics

REGISTRATION
If you try to start EagleDocs after having just installed it or after your registration has expired, the “Product Registration” window will display.  This form requires that your computer be connected to the Internet.  Fill-out or update your information and click the “GET LICENSE” button.  The Software License Agreement will then be displayed, you must accept the terms of this agreement in order to proceed.  You will then be taken to a special web page.  Follow the directions to complete your order.

The registration form may be called up at any time during your license term by typing “reginfo” in the filename box of the EagleDocs window.

ENTERING YOUR PASSWORD
Once you’ve received your registration, you will need to run the “Password” utility to enter your password and activate your license.  Follow these steps …

1. From the START menu, choose PROGRAMS - EAGLEDOCS - PASSWORD to bring up the Password window.

2. Copy and Paste the 21-character password into the box labeled “enter new password here”.  Click “Register New”.

3. Now exit the Password program, then restart it again as in step #1.

4. Copy and Paste the 6-character activation code into the box labeled “enter new password here”.  Click “Register New”.

The new expiration date should then display in the box labeled “Expiration”.  If not, repeat the above steps or contact Softwurks support for assistance.

SETTING YOUR DEFAULTS
Before you can begin using EagleDocs, you must set default values for certain data fields and options.  Though these values need only be set once, you can go back at any time thereafter to make changes or additions.

Type “defaults” in the filename box, then press ENTER to open default-settings mode.  Here, you can assign default values for the data fields listed.  Simply Double-Click on an item to open the edit dialog for that field.  The first eight fields in the list are mandatory (for company information) …

[seller lawfirm] 

Full name of seller attorney's firm (e.g. Able, Baker & Cane, P.C.)

[seller atty] 


Full name & juris# of seller's attorney (e.g.  Lester B. Able/012345)
[seller atty addr1] 

Seller attorney's street address (e.g. 1150 Summer Street)

[seller atty addr2] 

Seller attorney's suite/floor/apartment (e.g. 2nd Floor), if applicable

[seller atty cy,st zip] 
Seller attorney's city, state and zip code (e.g. Stamford, CT 06905)
[seller atty phone] 

Seller attorney's telephone number, incl. area code (e.g. 2033251555)

[seller atty fax] 

Seller attorney's fax number, incl. area code (e.g. 2033593505)
[seller atty email] 

Seller attorney's email address (e.g. abc@charter.net)
Any other fields showing are optional.  For example, if you usually charge a fixed five hundred dollar fee for closings, you may want to set the [seller atty’s fee] field to “$500.00”.  During regular use, this field will thereafter default to “$500.00” though you can always override this value wherever necessary.

You can turn any field into a multiple-choice field simply by separating each of the possible values with a semi colon (;).  For example, if your firm has multiple attorneys you might set the [seller atty] field to “Lester B. Able; John J. Baker; Adam Cane”.  During regular use, a dropdown list will appear for that field with the first value (in this case “Lester B. Able”) being the effective default.

(Juris #’s can be entered after each attorney’s name, separated by a forward slash “/”)
At the bottom of the list are settings for user options …

· DATABASE PATH – If you have multiple EagleDocs installations at your firm and want them all to share the same database, specify here the complete path to the shared data folder (IMPORTANT: this must be one of the data folders included with the EagleDocs installations, or a copy of one).

· local WORD auto save – Set this option to “Y” only if you want EagleDocs to automatically save the Word documents it creates.  They will be saved (on the local machine) under the same name as the data file they are created from and any existing document set by that same name will be overwritten without warning.  The default setting of “N” leaves this operation to the user’s discretion.

· show document alerts – The document alerts window pops up just after creation to display any applicable notices, instructions or disclaimers that apply to the forms that were selected.  Similar notices may pop-up during the form selection phase as well.  It is recommended that you leave this option set to “Y”.  Only after you are thoroughly familiar with the program should you consider switching this feature off.

· use best-fit pg view – This setting controls the way you will see the finished documents in Word.  The default setting of “Y” turns on Word’s Auto Zoom (Page-Width Zoom) so that the pages automatically adjust to the size of your window.  By setting this option to “N” you will see more of each page, however, the documents may not fill your screen.

· show descrip footers – Normally, each individual document/page of a completed document set will be marked with a descriptive footer to help identify it should it become separated from the set or otherwise misplaced.  Though it is not recommended, you can elect to turn this feature off by setting this option to “N”.  Alternatively, setting the option to “P” (professional) will use the document name together with your company name as the footer.

· automatic proper case – The default setting of “Y” turns on automatic first-letter capitalization, as-you-type, for each word/term entered into a data field (“and”, “or” & email addresses excluded).  Set this option to “N” you prefer using the SHIFT key.

· prorate for leap yrs – When calculating the per-diem on an annual assessment, EagleDocs will use the exact number of days in the current fiscal year by default.  Set this option to “N” to keep it fixed at 365 days.

· PARA-PRO MODE – Turn this option “ON” only if you are an independent paralegal doing work for multiple law firms.  In professional mode, EagleDocs will maintain separate defaults and databases for each of your client law firms.

When you have finished setting your defaults and user options, click the SAVE button to save your changes, then RESET to exit the default-settings mode.

ADJUSTING THE DISPLAY
Optimal display settings for EagleDocs are 1024 x 768 resolution and 96 dpi.  However, the program’s ZUI (zoomable user interface) allows you to adapt it to virtually any situation or preference with a range of 80–260% normal size.

When you start EagleDocs for the first time, you may need to adjust (drag) the window frame at the right and bottom until it neatly contains the graphics, preferably with no scroll bar(s) showing.  Then, if desired, use the zoom control centered just below the title bar, clicking +/- to increase or decrease the window’s size.  For larger increments, hold down the SHIFT key as you do.  Alternatively, you can use the keyboard by holding CTRL and pressing the numerical +/- keys.  Finally, a slider located underneath the zoom control enables you to set the program’s brightness to a comfortable level.
Once you are satisfied with these adjustments, click on the Eagle at the upper-left to center the window on the screen.  The program will remember your settings thereafter and you can change them at any time.

USING THE PROGRAM
The EagleDocs window is designed to flow from top to bottom in a simple 5-step procedure …

STEP 1. Enter a Name for the File

This step applies only when starting a new file …

While it is not mandatory to enter a filename, as a general rule you will want to name your file so that the information you subsequently input can be saved for later reference or use.

Enter your filename in the box indicated at the top right.  The name you use can be up to 40 characters in length.  Typically, this will be the client’s last name followed by the property address (e.g.  Smith - 101 Park Place) although it can be anything of your choosing.

STEP 2. Select your Document(s)

From the list of available documents at the top left, make your selections by Double-Clicking on the items.  Your choice(s) will be listed in the area to the right and will later be created in the order shown therein.

If necessary, you can remove a document from the list of those selected by Double-Clicking it.  You can also indicate which of your selections you want produced as legal-size documents (8.5” x 14”) by highlighting them.
STEP 3. Configure the Option Buttons

Carefully review the settings of the 14 option buttons located just below the document lists and make any changes you may need to.  From left to right, the buttons are paired as follows …

· Indicate the number of sellers, one or two.

· Specify whether the seller is a person or an entity.

· Select “P.O.A.” if a seller is acting through a Power of Attorney, or “Estate / Trust” for a fiduciary sale, if applicable.

· Indicate the number of buyers, one or two.

· Select the number of mortgage payoffs, one or two.  Zero payoffs (no selection) can be chosen by Double-Clicking.

· If applicable, select one of the special property types; Condo, Commercial or Land/Multi-Fam.  The default (no selection) is Residential and can be chosen by Double-Clicking if necessary.

· EagleDocs has built-in default letterhead for all form letters.  If you prefer to use company letterhead instead, select the “Letterhead” option.  Any letters will then be placed at the top of the create queue, with approximately 2 inches of blank header space provided to accommodate company stationary.

Note that only those options implicated by your document choices will be enabled.  Once you click on any of these buttons, the program will close the document selection phase and enter into configuration mode.  You will no longer be able to make any changes to Step 2.*

STEP 4. Edit the Fields

Based on the documents you select in Step 2 and the options you set in Step 3, EagleDocs displays the appropriate data fields in the main area of the program window.

Fields are arranged categorically by information type … Attorney, Seller/Fiduciary, Buyer, Property/Transaction, Payoff/Escrow and Adjustments.  You can jump between categories by clicking on the list at the top center of the window.  Required fields are marked with asterisks (*) which will disappear as you fill them out.
Click any field to begin.  Once you do, the program will close the configuration phase and enter into edit mode.  You will no longer be able to make any changes to Steps 1, 2 or 3.*
Type the appropriate information into the data fields.  Normally, you would work from first to last.  Use the ENTER, TAB or UP/DOWN Arrow keys to navigate between the fields.  As you work with each field, a corresponding description and example will display in the tips bar just below the main area.  If you make a mistake with a current entry, you can press ESC to return to the original value for that field.

Numerical fields such as Phone, Fax, Tax ID and Dollar Amount will auto-format so you need only enter the raw values.  Other fields may auto-populate or assume a default value.  You can change them if necessary.  Dropdown lists will appear for multiple-choice and database fields offering alternative values.  You can make selections from these lists or ignore them and enter your own value.  Some adjustment fields can accept a numerical value or “POC”, or a combination of number and description, while commission fields will take numerical or percentage values.

Date fields will accept any valid date format.  All but Proration Date allow the use of blank entries for one or more of the constituent parts.  The “blanks” must be entered as underscore characters “_” in place of the unknown part (e.g. “December ___, 2005” or “12/___/05” or “12-___-2005”).

“Block” fields, such as those for legal description and encumbrances, will expand when selected to provide a broader view of the input.  Behavior of block fields is subjective … Some will accept carriage returns whereas others may not.  Similarly, some can accept an image copied and pasted from another document (NOTE: You must first “clear” any existing image before you can paste-in a new one, AND, Text pasted into some block fields may be automatically re-formatted).

As you complete all required fields within each category, a strikethrough line will appear through the name in the category list.

STEP 5. Create your Document(s)

When you have finished entering all the information in Step 4, click the CREATE (create & save) button to generate your document(s).

If you neglected to enter a value for any of the required fields, you will receive a warning at this time.  To go back, just click NO to cancel and EagleDocs will return to edit mode.  Use the category list to jump to the incomplete section(s) and the asterisks to identify the missing data.  Otherwise, if you elect to proceed without the missing data, the documents produced will have bracketed field names, blank lines or form-field boxes appearing in place of the missing data.

Prepared forms will automatically be dropped into MS Word as a single Word document, and in the order set forth in Step 2.  All the data you entered in Step 4 will be saved to the EagleDocs database under the filename given in Step 1.  EagleDocs will then self-minimize down to the taskbar to give a clear view of the finished document(s). 

* If, at any point in this 5-step process, you need to pause your work or go back to a previous step, you can click SAVE instead of CREATE.  EagleDocs will save the data but will not create the documents.  You can re-open the file later to start over and continue working.

NOTE: Though every effort has been made to ensure that the calculations performed and the documents produced by the EagleDocs program are accurate, compliant and properly formatted, there can be no absolute guarantees.  Therefore, ALWAYS REVIEW FINISHED DOCUMENTS FOR ACCURACY, TRUENESS AND FORMAT !!!
WORKING WITH FILES
While you can use EagleDocs to produce documents on the fly, most cases will involve employing it in a multi-stage sales transaction that takes weeks or months to close.  EagleDocs’ progressive database technology makes handling this type of  transaction easy.  The following outline of a normal sale will demonstrate how …

I. Initially, you would follow the 5 steps mentioned in the preceding section to start a file and produce the following document;

Seller’s Engagement Letter

Be sure to enter a name for the file in Step 1 so that the data you enter will be saved.  The new file will thereafter become part of the EagleDocs database.

II. Some time later, when the sale moves to contract, you will need to re-open the file and produce the;

Contract / … Bar
Contract Transmittal / Draft



FILE SUMMARY SHEET
The Contract and Transmittal are standard practice whereas the File Summary (optional) can serve as a cover sheet for your paper file.

The procedure is the same 5-step process with one difference.  Instead of entering a filename in Step 1, click the OPEN button at the bottom of the program window.  A listing of all files in the EagleDocs database will display.  Find the name in the list.  If needed, you can type alphanumeric “search” text to narrow down your choices.  Double-Click the filename to open the file.  You can then pick-up from Step 2 to create the documents.

Note that any data you had entered during your prior session(s) with this file will be “locked”.  These locked fields will appear dimmed in color.  This is to prevent any accidental changes to the existing data.  If necessary, you can Double-Click any of these fields to unlock them for edit.  It is recommended that you make a habit of always reviewing locked fields to be certain their values still apply.

When the documents are finally created any new data that was entered, together with any changes made to the old data, will be saved in the database file.

III. At Closing time, you would again re-open the file and prepare all the other documents that are needed to complete the transaction.  You can select these forms individually or simply Double-Click the;

STANDARD SELLER’S PACKAGE
A pre-defined set of forms will be loaded.  Review these selections, you can add or remove any documents to or from the list as required.  When you are satisfied with your selections, you can pick-up from Step 3 to create the documents.

EagleDocs’ database is designed so that you never have to enter the same piece of information more than once.  Any field of data you fill becomes a part of the greater pool of data for that file and will be used (as required) in any future documents you create from the file.  For any given session that involves working with a re-opened (existing) file, EagleDocs is showing you only those fields that are implicated by your current selections.  Any other fields you may have filled that currently do not apply remain in the database undisturbed.

FIELD “TAGS”
The two columns at the far right of the grid are for field “tags”, special codes (where required) that tell the program how to process information.  Some fields will generate pop-up questions after you have entered a value for them, for example, those used in the closing statement adjustments.  EagleDocs will illuminate and/or dim the tags according to how you answer the questions.  These tags are for internal use only and will not show up on the documents!

Once you become familiar with the pop-up questions, you can bypass them by simply clicking the appropriate tag cell for the active field.  Likewise, you can click a tag cell directly to change your answer if needed.  If for any reason, you wish to have a pop-up question re-posed, Right-Click on the corresponding tag cell.

A SPECIAL NOTE ABOUT PRINTING

More often than not, the Word documents you create with EagleDocs will be comprised of several different forms, such as when you do a seller's package which can have a dozen or more individual components.  Normally, after you have reviewed and edited the finished package you would simply print it out in its entirety.

However, if you should ever need to print only specific parts of such a document, it is important to remember that Word considers each of the component forms to be a separate "Section" of the document.  This means that you cannot simply specify a page number or range alone (e.g. 5-12) as Word will not know what section you are referring to and the result, if any, will be unpredictable.

Instead, you need to enter the section number(s) in the "Pages" box of Word’s Print dialogue.  For example, if you wanted to print the third form of the package you would enter s3 in the box ("s" for section), and only the pages of that form will print.  To print the third & fourth forms the entry would be s3,s4.  If you wanted to print the second page of the fifth form, the entry would be p2s5 ("p" for page), and so forth.  As you move through the document the current page and section numbers are displayed in Word's Status Bar.

SECTION 2:  Advanced Features

CLIENT DATA TEMPLATES
This feature is available from the TEMPLATES button located at the bottom of the window and allows you to define preset field values (defaults) for a client doing repeat business with your firm.  It is particularly useful in the situation where your client is a developer who is selling off the individual units of a large development such as a condominium complex.  In such a case, the information for each of the transactions will be nearly identical, save for a few differences such as Unit# and buyer-specific data.  You can create a “template” comprised of this common information which can later be called-up and used to spawn new files for each of the related transactions.

a) To create a new client template, click the TEMPLATES button then Double-Click “NEW CLIENT-INFO TEMPLATE”.

b) Type the client’s name or project/development name into the filename box.

c) Configure the option button settings, then proceed to set/edit values for those fields which are common to all the units in the development.

d) When you have finished making your settings, click SAVE, then RESET to exit templates mode.

Now when you click the TEMPLATES button, your template is listed in brackets “{ }”.  If necessary you can re-open it for edit by Double-Clicking OR, to create a file from your template, select it and click the bar beneath the list.  This will load the data from the template.  Type a name for the file, it can be an extension of the “root” name that is highlighted or anything of your choosing.  You can then proceed as usual to create your documents.

ATTORNEY / LENDER DATABASES
Whenever you create documents for a file or even just save the data, EagleDocs automatically checks and updates its Attorney and Lender Databases.  Here are stored all the names, addresses, phone numbers, etc. for every Attorney and Lender you had ever input through the program.  If your current entry differs from the records in the database by even 1 character, it is considered a new record and added to the database.

During normal use, a dropdown list will appear for the Attorneys database whenever [buyer lawfirm] is the active field.  Likewise, the Lenders dropdown appears at [payoff 1 servicer] or [payoff 2 servicer].  If you make a selection from the dropdown, all relevant active fields will be populated with the appropriate information.

Should you ever need to edit these databases outside the course of normal usage, you can use the Editor accessible from the file browser window.  Click the OPEN button, then LAWFIRMS/ATTORNEYS or LENDERS/SERVICERS.  The corresponding “Edit Database” window will appear.

To ADD a record
Complete the fields on the left, note that some are optional.  When all required fields have been filled, the ADD button will activate.  Click it to include the record in the database, you will see it appear in the list on the right.  The data you entered on the left will remain, you can modify it partially or completely and ADD again as another record or press ESC to end your edit.

To REMOVE or MODIFY a record
Click on any of the records in the list on the right, the information will be loaded to the fields on the left and the REMOVE button will activate.  Click it to delete the record from the database.  The record will disappear from the list but the data will remain loaded on the left.

At that point you can modify the information and ADD the record back if you wish.  To see what the data represents, click on a value and the name of the field will be displayed in the title bar.

FORMS PACKAGES
A forms “package” is a pre-defined set of documents, usually assembled to cover a particular type of transaction.  EagleDocs comes with one such package called the STANDARD SELLER’S PACKAGE.   Using the “Package Editor”, you can modify this stock package and/or create and manage packages of your own.  Click the FORMS & PACKAGES button to access this feature.

Creating a new package

Type a name for your package in the box indicated.  Select your documents by Double-Clicking from the list on the left.  Similarly, you can remove documents from those selected by Double-Clicking them in the list on the right.  When you have finished assembling your package, click the SAVE PACKAGE button to make it (it will thereafter be included on the “Available Forms and Packages” list in the main program window).  Click the BACK button to exit the Editor.

Modifying, Deleting or Renaming a package

Select a package from the Package Name dropdown list and it will be loaded into the Editor.  You can then add/remove documents from the package and re-save it or click the DELETE PACKAGE button to get rid of it altogether.  Or, if you need to rename the package, click the “rename as” radio button, type the new name in the box indicated and re-save.

CUSTOM FORMS & FIELDS

In addition to the built-in forms that come standard with EagleDocs, there is a feature called “Custom Forms Manager” that gives you the ability to add your own documents to the program.  It is available through the CUSTOM button at the bottom of the window.  With it you can import any Word document (.doc, .docx) to the EagleDocs database where it will thereafter become part of the Available Forms list.

Ideally, the document you wish to import will have sample transaction information in all the places where a data field would be.  Also, to preserve your formatting, Horizontal and Vertical Margins should be set to 5/8” (0.63) and Tabs to 1/4” (0.25), the standard for EagleDocs.  If you need the margins to be larger use indents, tabs or carriage returns (you can avoid these formatting requirements simply by producing your custom docs individually during use).

1. Using the browser windows in Custom Forms Manager, locate and select your document, then click the IMPORT button.  The document will be processed and copied to the custom forms database, this may take a moment.  A message box will indicate success. 

2. Now click the EDIT CUSTOM FORMS button to access the database, select the document you just imported and click the OPEN button.  The document will be opened in MS Word and Custom Forms Manager will enter EDIT MODE.

3. Click to choose from the Manager’s list of field markers.  To add a custom field, click “ADD CUSTOM FIELD” at the top of the list.  Carefully replace each piece of sample transaction information in the document with the appropriate field marker (using Paste).  You can apply any font desired to the markers (e.g. Bold, Italic, etc.) and the data entered during actual use will adopt that font.  Make any additional modifications and Save your changes in Word when finished.

Your custom forms will appear in brackets (e.g. [formname]) at the bottom of the Available Forms list.  They will function exactly like any standard EagleDocs form with the one caveat that they will not be responsive to the option-button settings.  For this reason, it may be necessary to make different versions of your forms to cover the different scenarios.  This is easily accomplished using “SaveAs”.

It is important to remember that ALL EDITS TO YOUR IMPORTED FORMS SHOULD BE DONE EXCLUSIVELY THROUGH THE CUSTOM FORMS MANAGER, otherwise your changes may not be registered in the program.

DATABASE EDIT
Should you ever need to alter the information in any particular file (without having to create documents), you have an opportunity to do so at the point just after the file has been opened and no selections have been made.  Click the EDIT button at the bottom of the window and all the fields ever entered for that file will be listed.  Double-Click on a field to unlock it for editing.  When you are finished making changes to the data, click SAVE to re-save the file.

You can delete a file by highlighting it in the “File Browser” window and pressing the CTRL + SHIFT + DEL key combination.  The file will be removed from the database.

PRINT FIELD LIST
After you have made document selections and configured the option buttons, you can use the PRINT FIELD LIST button (appears to the left of the filename box) to send a printed listing to your default Printer of all fields implicated by these choices.  If working with an existing file, information you had entered for any of these fields will be shown on the printed list.

This printout can serve as a “grocery list” to assist you in gathering the information needed to complete that job.  If it is not your intent at the time to continue on and create documents you can click RESET after printing.

With a new file or with no filename given, the PRINT FIELD LIST button is available during Steps 2 and 3 of the create process and will disappear once EagleDocs enters edit mode (Step 4).  With an existing file, it is available during Step 2 only.

RENAME FILE / NAME FILE AS

When you first open an existing file, a button called RENAME appears to the left of the filename box.  Clicking on it will allow you to give the file a different name.  If you make changes to the file, the button assumes a NAME AS function.  This allows you to save your work under a new filename, without disturbing the original file.  Simply click it and enter a name for the new (derived) file before you CREATE or SAVE.

CONVEYANCE TAX RETURN (This feature requires Adobe Acrobat)
The State of Connecticut mandates the use of DRS Form OP-236 when filing real estate conveyance taxes.  As an Adobe PDF form, this document cannot be made part of any standard EagleDocs Word document package and must be generated separately.  The program has an OP-236 button that opens functionality for automatically filling the appropriate information into the form fields using the data in your file(s).  It becomes available whenever you open an existing file or after you create documents for a new file.  Typically, you will want to prepare this return after creating your closing package to be certain the data being drawn from is complete.

The button opens a dialog for additional necessary information.  As with regular EagleDocs data fields, some of the supplemental items in the OP-236 dialog may auto-populate.  Be sure to always review these items for accuracy and complete any other relevant items before going to print.  Also, examine the finished form for correctness and for any information that may have been left unfilled.

ENVELOPES

The ENVELOPES button prints address information onto #10 envelopes using the data in your file(s).  It becomes available whenever you open an existing file or after you create documents for a new file.  Upon first use of this feature, you will be prompted to configure EagleDocs to work with your envelope printer.  Simply click the SETUP button as indicated and make the appropriate selections, including whether or not you want EagleDocs to print a default return address (letterhead).  Use the TEST PRINT button to confirm your settings, click OK when you are finished.  [NOTE: the Paper Size setting for your Printer’s envelope bin must be set to “Envelope #10” for this feature to work (see “Form To Tray Assignment” in “Device Settings”)]

EMAIL

The EMAIL button will automatically prepare a blank email correspondence to the buyer’s attorney in your default email handler.  It becomes available whenever you open an existing file or after you create documents for a new file, provided the [buyer atty email] field had been filled.

PARA-PRO MODE

Running EagleDocs in “professional” mode (see pg. 5) opens up special functionality for the self-employed paralegal.  The program will then accept default settings for each of your client law firms and maintain separate databases for them as well, making it easy for you to manage work from any number of firms.

Upon start-up, a dropdown box will appear in place of the filename box.  In practice, this box is used to select the client law firm for which you are preparing documents.  To add a law firm, click “ADD LAWFIRM / CLIENT” at the top of the list.  You will be prompted to enter the name and set the defaults (company information) for the client.  Should you ever need to delete a client, simply press the DELETE key while the name is highlighted in the dropdown.  A warning will be issued and all data for that client will be lost if you proceed.

Once the client has been newly added (or subsequently selected from the dropdown), the name will appear in the window title and you can proceed to use EagleDocs as usual.  The RE-SELECT button (when visible) to the left of the filename box allows you to switch clients if necessary.

BACKUP & RESTORE

This feature makes it easy to create a backup of your local EagleDocs data and default settings, as well as restore the same from an existing backup.  To access this functionality, simply type the word “backup” in the filename box.  Upon starting, a check is made for existing backups.  If any are detected, the drive letter(s) and creation date(s) will be displayed in the space at the center of the window for ready reference.
To make a fresh backup, select a destination drive from the dropdown list.  Normally, this will be a removable-media drive (such as a USB stick) to allow for portability.  Then click the BACKUP button.  If an earlier backup exists on that drive, it will be overwritten.

To restore from a detected backup, select its drive letter from the dropdown list, then click RESTORE.

NOTE: to move your EagleDocs installation to a new machine … 

1. Create a backup from your old computer to a portable drive 

2. Do a new install of EagleDocs from the website onto your new computer 

3. Obtain a new license (or contact Softwurks about migrating an existing one) and activate

4. Perform a restore from the backup to the new machine.
List of Forms Currently Included …

1099 Information Sheet

1099 Seller Certification
CFPB Addendum

CHRO Fair Housing Notice
Closing Letter / Bridgeport Bar

Closing Letter / New Haven Bar

Closing Statement

Closing Statement / Tax Exempt

Contract / Bridgeport Bar

Contract / Danbury Bar

Contract / Greenwich Bar

Contract / Regional Bar

Contract / Valley Bar

Contract Transmittal / Draft

Contract Transmittal / Final

Deed / Administrator

Deed / Conservator

Deed / Executor

Deed / Quitclaim

Deed / Testamentary Trustee

Deed / Trustee

Deed / Warranty

Fax Cover Sheet / Buyer Atty

FILE SUMMARY SHEET

Foreign Persons Affidavit / Transferor

Form Letter / Buyer Atty

Guarantee Letter / New London Bar

HELOC Termination Directive

Incumbency Cert / Corporate

Incumbency Cert / LLC

Mortgage Deed / FNMA

Mortgage Deed / Statutory Form

Mortgage Payoff Notification

Mortgage Payoff Transmittal

Mortgage Payoff Transmittal / SMS

Municipal Conveyance Tax Transmittal

Name Change Affidavit

Note / Fixed Rate Amortized

Note / Fixed Rate Balloon

Owner's Affidavit

POA / Agent Instructions
Power Of Attorney / Affidavit

Power Of Attorney / Long Form

Power Of Attorney / Short Form
Privacy Policy

Release Of Mortgage / Partial

Resolution / Corporate

Resolution / Unanimous Consent

Schedule A

Secretary’s Certificate / Corporate

Seller's Authorization Letter

Seller's Engagement Letter

Smoke Detector Affidavit

SMS Cover Letter
Trustee's Affidavit

Undertaking & Indem / Mtg Payoff

Closing Statement Codes / Field Tags (internal)
B = binder applied
 P = paid current

R = recording fee included

N = binder not applied
 U = not paid current
T = recording fee not incl

Loan # Tags:    (M) = loan is a Mortgage     (E) = loan is an Equity Line
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